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2. Division or Bureau of Requesting Agency

1. Requesting Agency

. STATE DEPARTMENT OF HEALTH

DIVI_SION OF PUBLIC HEALTH NURSIKG
3. Authorization Requested (Check only one of the squares below).

A Dispose of present accumulation. No Establish retention schedule for re- Microfilm and destroy originals.
additional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
pated. Records hove ceased to have value * accumulation. The records will cease to retoined for the period of time indicated.
to warrant retentlon have value to warrant their retention after - -
the period of time indicated.
4 5. Description of Records _ 6. Recommendation
lt.em " Describe records accurately. Include title, form number, size of documents, ~ | of Hall of Records
No: work or activity to which the records relote inclusive dates and quantity and Board of Public
o (cubic or linear feet). Show recommended retenhon period. Works.
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1. PERSONNEL FILE 2{’)
Sizas O3° x 11* = =
Quantity: L drawers (6 cubic feet) w9
Datzss 1942 - - =
File Arrangements: Alphabeﬁcal O A
Anrmal Accummlationt less than # cubie foot ‘ o= 2
. o O
File consists of personnel records on Public Health Xurses who are o &
 employed by the State or a county. Records included ares =< us
. SEC-101 Application Form =
: ‘ Interview Report =
Progress Reports = Karrative
Efficiency Rating ~
- PHN=135 Anmal Report of Post~Craduate Study and Membership
in Professional Organizationa .
Record of Fxparience as Public Health Hurse Trainee !
and evaluation during ﬁrst year of appointment. '
Correspondence ‘ A ;
These records are necessary for many years, as nurses frequently ' ' ’
return to the profession after ssveral years absence. .
REDO&MEHNTIONI RETAIN UNTIL THE IRDIVIDUAL IS KNOFH TO BE DEAD OR |
BEACHES THE AGE OF SEVENTY, WHICHEVER IS EARLIER o
AND THEN DESTROY. ’ L
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which_the records relate, inclusive dotes and quantlty
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

MORTHLY REPORT OF PUBLIC HFALTH NURSING SIRVICE

Form No.3 Pifl-21
Sigor &1"” x 1%
Quantity: 12 drawers (18 cubic feet)

. Datest 1947 ~ -
County and chronological therein

. File Arrangements
-Anmual Accumulations 2 drawers (3 cublc feot)

This monthly report form is submitted by each Public Health Farse.

It sumarises the nurse's activities for the month including the a )
classifications of individuals visited, the type of services rendergd, -

total vieits, new case admdssions, work performed with schools,
parents, and teachersp conferences atended, lecturea glven, axy
academie studies undcrtalnen, etc.

The form is uaed for atat.istical and narrative report.ing and for .
Public ﬂealt.h Rursing Progran planning, .

RI{I)OI&!RIDATION!‘ RETAIN FOR TER YEARS AND THEN DESTROY..

CORRESPONDERCE

‘Quantitys S drawers (7% cubie feot)

Datesy 1942 « = 2

File ments . Subject :

Anmoal Accurmlations € cubic foot

Disposabls Amounts 2 cubic feet
Correspondence concorned with the functions of the Division. It is
with Federal, State, local and other state agencles, professional
and civic organisations, colleges, hospitels, etc.

RECOMMENDATIONs RETAIN FOR THREE YFARS, AND THEN DESTROY.
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